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Exp. Date: 10/31/2000

NOTICE TO NEW SBA BORROWERS

This notice inforns reciﬁients of SBA financing of the
m ni mum actions required to show evidence that they are conplying
with the requirenents of Parts 112, 113 and 117 of SBA Rul es and
Regul ati ons. Actual conpliance with nondiscrimnatory regulations
can be determned only after a review and exam nation of al
facts, practices and records relating to the operation of the
business. During the life of the |oan, especially, if a conplaint
of discrimnation is | odged agai nst the business, a conpliance
review may be conducted. The records described below w Il be
revi ewed during such conpliance review.

Ceneral ly, subsections 112.9, 113.5 and 117.9 of SBA' s
nondi scrimnation regulations require all SBA recipients of
financial assistance to keep records which would enable SBA to
ascertain whether the recipient has conplied or is conplying with
SBA' s reqgul ations for the length of the | oan. Specifically,
recipients are required to retain for two years all applications
and enpl oynent records, current payroll records, and other records
usual |y kept for the prudent conduct of business. O her records
(e.g., admssion fornms, etc.) which show the extent to which
menbers of mnority groups are beneficiaries of the recipient's
servi ces, where applicable, should also be avail able for
exam nation during the conpliance review

At the tinme of the initial conpliance inquiry, SBA will
require that mninuminplenmentation of the enployer's equal
opportunity program specifically include the follow ng actions.

NOTE: Where appropriate nodels of the required actions
are provided, they nmay be used as witten, or they
may be anmended to neet the needs of the particul ar
borrowers, provided the essential aimof the nodel
is not |ost.

1. Preparation and dissem nation to all enployees and applicants
for enploynent of a witten statenment outlining the
enpl oyer's policy of extending equal opportunity to al
persons without regard to race, color, religion, sex, marital
status, age, handicap, or national origin in such matters as
custoner service, recruitnent, pronotions and advancenents,
training prograns, wages and sal aries, work schedul es,
transfers, layoffs, denotions, seniority rights, fringe
benefits and utilization of restroons, |unch roons, drinking
fountains, recreation and parking area. (See pages 3
and 40.)
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2. Specific designation of responsible officials to coordinate
and i npl ement the equal enploynent opportunity program

3. Devel opment of procedures for the dissem nation and feedback
of equal opportunity information to supervisory personnel
and their subordinates, i.e.

a. Forward to all supervisory personnel (initialed
signature) witten notice that enployee neetings wll
be hel d during which managenent's egual opportunity
policy and programw || be di scussed.

b. Request that each supervi sor advise nanagenent of the
date such neetings were held and how t he equal
opportunity subject matter was interpreted to al
enpl oyees I n attendance at such neeti ngs.

4. Were applicable, notifications to unions in witing of your
equal opportunity policy; seek incorporation of such
policies in union agreenents. (See page 5) Request witten
acknow edgenent of receipt of your notice to the unions.

5. Posting of SBA posters in conspicuous places, visible to the
public, enployees and applicants for enploynent, indicating
that your conpany is an equal opportunity firm

6. Utilize "An Equal Opportunity Enployer” in all hel p-wanted
advertisements and job orders.

In addition to the m nimum actions, SBA policy requires that
all borrowers and subrecipients of SBA financing take necessary
steps to assure the public, and enployees or applicants for
enpl oynent, and equal opportunity. Wth due regard for the size
of your business, select the appropriate itens fromthe encl osed
checklist (page 7 and 8) which provides the varied conponents of
a necessary action. The |arger your business, particularly in
terms of nunber of enployees, the greater the opportunity to
enpl oy a wi der range of checklist itenms. Continue to keep these
measures alive by setting up appropriated foll ow up procedures.
Your program should be planned to achieve continual mnority
group, female, and qualified handi capped i nprovenent and
inclusion in apprentice and training prograns, entry-level, white
col |l ar and supervi sory occupati ons.

Shoul d you have any further questions, desire additional
informati on or assistance in connection with the devel opnent and
i npl ement ati on of Your equal opportunity policies as required by
our regul ations, please contact the Area Civil Rights Director
responsi bl e for your geographic area through the office by which
your | oan was approved.
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MODEL POLI CY STATEMENT

TO. Depart nent Managers
Supervi sory Personnel
Enpl oyees
Applicants for Enpl oynent
SUBJECT: Equal Enpl oynment Qpportunity
OBJECTI VE: To obtain qualified enpl oyees consi st ent

Wi th position requirenments; to seek,

enpl oy, pronote, and treat all enployees
and applicants for enpl oynent w thout
discrimnation as to race, color,
religion, sex, age, marital status,

handi cap, or national origin.

It is the policy of the Conmpany/
Corporation to give equal opportunity to all qualified persons
W thout regard to race, color, religion, sex marital status,
age, handicap or national origin.

eanoKnent practices are to provide that all individuals
be recrU|ted ired, assigned, advanced, conpensated and retained
on the basis of their qualifications, and treated equally in
these and all other respects without regard to race, color,
religion, age, sex, marital status, handicap, or national origin.

It shall be considered the responsibility of every
supervisory enployee to further the inplenentation of this policy
and ensure confornmance by their subordi nates.

Supervi sory personnel as well as those responsible for
hiring new enpl oyees nust take all necessary action in the
el imnation of possible discrimnation towards enpl oyees and
applicants for enPonnent wth Conpany/
Corporation in all categories and | evels of enploynent and
enpl oyee rel ations.

ResPonsibiIit% for seeing that this policy is continuously
fol l owed has been assigned to The

) o (designated official)
designated official shall work with each departnent nanager and
pl ant supervisor in furthering its inplenentation and nonitoring
t he progress being nade.

Si gnature
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MODEL POLI CY STATEMENT

(For School's, Nursing Hones, and ot her
simlar service-oriented busi nesses)

TO. Depart nent Managers
Supervi sory Personnel
Enpl oyees, Applicants for Enpl oynent
Reci pt ents of Services

SUBJECT: Equal Qpportunity

OBJECTI VE: To obtain qualified enpl oyees consistent with
position requirenents, and to ensure that al
enpl oyees, applicants and clients be treated
W t hout discrimnation as to race, color,
religion, sex, marital status, handi cap, age,
or national origin.

It is the policy of
to give equal enﬁloynent opportunity to all qualified persons,
and to provide that all individuals be recruited, hired,
assi gned, advanced, conpensated and retai ned on the basis of
their qualifications, and treated equally in these and all other
respects without regard to race, color, religion, sex, narital
status, age, handicap, or national origin.

All sel ection procedures, adm ssions, assignnents, or any
other facility shall be available to all qualified persons who
seek such services w thout respect to race, color, religion, sex,
marital status, handicap, age or national origin.

Supervi sory personnel and ot her personnel responsible for
hiring and carrying out other selection policies nust take al
necessary action in the elimnation of possible discrimnation
t owar ds enpl oyees, applicants for enploynent, and clients of

Responsibility for seeing that this policy is continuously
fol |l owed has been assigned to . The
designated official shall work with each departnent nanager and
other selecting official in furthering its 1nplenmentation and
nmoni toring the progress bei ng made.

Si gnature
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MODEL REAFFI RVATI ON OF POLI CY STATEMENT

TO Al Conmpany/ Cor por ati on
Enpl oyees
SUBJECT: Equal Enpl oynment Qpportunity

Periodically it becomes desirable and necessary to restate
t he Conpany' s/ Corporation's policy on matters of significance to
enpl oyees. One policy which it is tinely to reenphasize is that
of equal opportunity.

It is the policy of to provide
equal ity of opportunity for any enployee or applicant for
enpl oynment, irrespective of race, color, religion, sex, age,
marital status or national origin. Equality of opportunity in
enpl oynent shall al so be extended to those qualified individuals
w t h handi caps who apply for or are enployed by this conpany.
| amsure that you are all aware of this policy which has been
gi ven added enphasis by |egislation enacted by the Federal
Governnent to 1nsure conpliance with this principle throughout
the country.

The (Cbnﬁany/Cbrporate) ﬁolicy, whi ch managenent is pl edged
to support, thus inplenments the enacted |l egislation to assure al
enﬁloyees of equal treatnent. Through a positive expression of
adherence to the principle of equal opportunity, we can oursel ves
achi eve success for both the Conpany and its enpl oyees.

Responsibility for the inplenmentation of this policy has
been assigned to

(Typed Nane)

(Signature)
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MODEL LABOR ORGANI ZATI ON CONTRACT CLAUSE

During the performance of this contract, both parties agree
that they will not discrimnate against any qualified applicant
for enpl oynent, apprentice trainee, or enployee because of race,
color, religion, sex, marital status, age, handicap, or national
origin. Both parties to this agreenent will take all necessary
action to insure that qualified applicants, apprentice trainees,
and enpl oyees are enployed and that they are treated during
enpl oynent without regard to their race, color, religion, sex,
age, marital status, handicap, or national origin. Such action
shall include, but not be limted to the foll ow ng: Enpl oynent,
upgradi ng, denotion or training; recruitnment or recruitnent
advertisenment; and selection for training including
aPprenticeship. The enpl oyer agrees to post in conspicuous
pl aces, available to enpl oyees and applicants for enpl oynent,

I ncl udi ng applicants for apprentice training, notices setting
forth the provisions of this nondiscrimnation clause.*

Both parties to this agreenent will select apprentices from
anong qualified applicants on the basis of qualifications al one
and wi thout regard to race, color, religion, age, sex, marital
status, handicap, or national origin, or occupationally
irrel evant physical requirenents in accordance with objective
standards which permt review, after full and fair opportunity
for application; and this program shall be operated on a
conpl etely nondi scrimnatory basis.

In order to insure full and continuous enploynent for al
enpl oyees, and to establish equal opportunity I1n all phases of
the work situation, both parties to this agreenent will abide by
the requirenents of the equal enploynment opportunity affirmative
action regulations of the city, state or Federal governnent
agency which the enployer is subject to with a city, a state, or
a Federal governnent agency, and under which he/she had prom sed
per f or mance.

*The condition may be met by posting SBA Form 722, " Equal Opportunity Poster."
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10.

11.

12.

EQUAL OPPORTUNI TY PROGRAM
CHECKLI ST

Al t hough work areas, cafeterias, washroons and | ocker areas
are not segregated, is there segregation which exists bx
tradition and practice? If so, what action is in order”

Do "black islands,” "brown areas,"” fenale-only or. ]

i ndi viduals with hand!cap(s? on!Y departnment/sections exi st-
that is mnority, individuals with handicap(s), or fenale
groups to one side of or grouped within the majority group
of enpl oyees?

Do you nmaintain regu
with racial problens?

Are you a nmenber, or do you have a personal representative
on local community biracial or wonen's commttees?

ar contacts with |ocal groups concerned

When you advertise job openings, do you utilize mnority
group” newspaper s?

Are you utilizing the follow ng suggested organi zati ons as
recrui tment sources for obtaining qualified mnority,
femal e, and individuals with handi cap(s) applicants: e.g.,

a. Ur ban League

b. NAACP

C. LULAC

d. | MAGE

e. Oper ati on SER

f. NOW _

%. Local mnority group clergynen _

h. United States or State Enpl oynent Service
i

State and Local racially oriented service

or gani zati ons

] . Organi zati ons concerned wth the enpl oynent of
i ndi vidual s with handi cap(s).

Are you recruiting aPpIicants at high schools with

predom nantly mnority group enroll nments?

Are you scrutinizing the qualifications of mnority, femnale,
and qualified individuals with handicap(s) to insure that
their talent is being utilized effectively?

Do you regularly rem nd your supervisors of their individual
responsibilities in inplenenting the conpany's equal
opportunity progranf

Have you critically exam ned | ocal enploynment procedures to
i nsure unbi ased consideration of majority, mnority, fenale
and qualified, individuals wth handi caps.

Are your facilities assessible to and usabl e by

i ndi vidual s wi th handi caps?

Have you considered job tailoring in order to afford an
otherw se qualified Individual wth a handi cap an
opportunity to work for your organi zation?
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CHECKLI ST (conti nued)

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Are selection procedures for_ pronotion devised to assure
consideration of majority, mnority, and femal e enpl oyees,
and qualified individuals with handi cap(s)?

Do on-the-job training prograns include majority, mnority
and feral e enpl oyees, and qualified individuals " with

handi cap(s) ?

Does your facility cooperate with the support conmmunity
vocational training prograns?

n
t

Do you have a training programon the Prenises to i nprove
the skills of majority, mnority, and termale enpl oyees, and
qual i fied individual s w th handi cap(s).

Does_Ypur survey of enployees with high potential include
qualified |nd|V|duaI(g? w th handi caps, mnority and femal e
enpl oyees?

Do you have witten evidence of your request for applicants
frommnority, and femal e organizations, and organi zations
designated for individuals wth handi cap(s)?

Do you maintain a record of your contacts mﬁth_ninoritx, and
woren' s organi zations, and organi zations catering to the
concerns of individuals w th handicap(s)?

Does your "house organ” pubI|C|t¥ covering business and
soci al events of general interest, regularly include
articipants who are mnority, female and individuals with
andi cap(s)?

Do you post announcenents of new job op
the fact that such positions are availa
personnel ?

eni ngs, |
ble to al
Do you have witten job descriptions for different job
classifications?

Does your_Pay scale apply equally to all new hires having
i ke qualitications, regardless of race, color, religion,
sex, marital status, age, handicap, or nat i onal origin?

Have all contractors and subcontractors been advised in
witing of the conpany's equal opportunity policy?

Have all enpl oyees during with the public been advised of
your policy to provide service without regard to race,
color, religion, sex, marital status, handi cap, age, or
national origin?

PLEASE NOTE: The estimated burden for completing this form is 10 minutes per response. You will not be required

to respond to this information collection if a valid OMB approval number is not displayed. If you have questions or comments
concerning this estimate or other aspects of this information collection, please contact the US Small Business Administration,
Chief, Administrative Information Branch, Washington D.C. 20416 and/or Office of Management and Budget, Clearance Officer,
Paperwork Reduction Project (3245-0076), Washington, D.C. 20503
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